
APPLICATION FOR RECORDS RETENTION SCHEDULE 

FOR AGENCY USE 1. Agency Addre s 
wIatlon Dam State o f  GA.; Dept. of Defense 

C i v i l  Defense D'v is ion 
959 E. Confederate Ave. 

At lanta,  GA 30316 
Wication Number P. 0. Box 18055 

FOR RECORDS MANAGEMENT USE 
'mp,,cation 

6 1 -  230 
Dgte Received @ie Cornplated 

MAR 2 0 t98f I APR 1 6  1981 

7. Record Series Description This f i k  contains the following documents (include form numbers and tides, ifany): 
Attach samples of the file. 

Documenurelating to: City/County Organization Operations 

4. Dates of Series 
Earliest Latest 

I 

~ 

lnduded are: General correspondence t o  Mayors, Commissioners, and C iv i  1 Defense 
Directors, per ta in ing t o  operational requirements, etc. 

Routine operational correspondence i n  the areas as depicted on the Prograi 
Management Chart. 
Correspondence t o  the Di rector  o f  Administrat ive Services and Logis t ics  
Of f i cer  pertaining t o  f inanc ia l  assistance, P a ,  Federal Matching Funds 
and Federal Excess Property. 

File i s  arranged: I n  alphabetic order by each county's name i n  State o f  Georgia then each 
fo lder  chronological ly by date. 

5. Records Series T i l e  (followed by tide used in offie; if different) 

C i v i l  Defense CitylCounty Organizational Correspondence F i l es  

8 Monthly Referenca Rate How often are records referred to which are: 

One to six months old Ldfd&-; Seven to twelve months old monthlv; Thirteen to twenty-four months old @ J J  
twentv-five months and older x ? - 

9. Annual Rate of Aocumulation-of R w r d s  . ..~ 
bfter-size drawers .A: Legal-ize drawers '. . '..:Shelves ; Other iww 



I E S  NO 

X 

x 

$ 
11. R n e r  

10. Oucstionnaire [Place an "X" in the proper column) 
a. I s  this the official copy of the series? 

If not. where i s  it? 

b W s  the series contain confidential information requiring security handling? If yes. dte law or regulation. 

c. Is t h i s  a vital record? 
d. Doer th is  series have historical or long term research value? 
e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these 

documents be scheduled sen aratelv? 
f. I s  the  information conta ined in this ser ies eyer oub lished? If ves.att& ww. 
g. Is the infixmation 

If yes. audl cow. 
h. Is there a duplicatiqn of th i s  series in your office, or in another office or agency? 

If ves. where? 
I. I s d l  i s  series 

ion Requirements 

. . .  
,. k . .  . . ntained in this series eyer analyzed andlor reavded in a summarized report? 

' n of it/ reaubrlv mlaofllmed ? . .  
2 7 

The following requires the  series to be kept: 

a. State Law years. d. Audit period yean. 
b. Statute of limitatim years. e. Administrative need l y e a n .  
c. Federal law years. f. Federal retention instructions yean. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

12 Amroved D i s i t i o n  Instructions This agency recommends that he file series be cut otf at thb end of each: r 

. - I3 Calen&Year; 0 Fi+ r&r: U Other men, .. . .  
, :  > . . .  - 

6(1 Hold in the current files area m t h b )  1 year(s);then 
Kl Transfer to local holding area, hold -yeark); then 
0 Transfer to State Records Center: hold 

Destroy. 
0 Transfer to State Archives for perma.mnt retention. 
0 Other fS~ec17~1 

yeads); then 

. .  

These instructions apply to all prior and future accumulations of the series. 

I Date I Records Management Officer ISqnafurd I Date 

I 

3ecommendations in para- 
raph  12 are approved. 
7f disapproved, atrah letter 
#f txplanaiim.l 


